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1. Heab 1 3a1a4um 0CBOEHMSI TUCUMUIIIMHBI (MOLYJIs1)

[lenp ocBOGHUS AUCIMILIUHBI - 1aTh OOYYAIOIMIMMCSI CHCTEMHOE MPEICTABICHUE O CBOMCTBAX,
npu3HaKax, QYHKIHIX, CTPYKType ¥ MHOTOOOpa3uH JOKYMEHTOB, UX KJIacCH(UKALUU, METOIaX U
croco0ax JOKyMEHTHPOBAaHHS, a TaK)KE O3HAKOMUTH C TPOIECCaMU HX CO3JaHus, 00paboTKw,
XPaHEHUS ¥ UCTIOJIb30BaHUS.

3agayu U3y4eHUs TUCIMUILIAHBIL:

- (dopMupoBaHHE TOHATHUH O TWpoleccax JOKYMEHTAI[MOHHOTO OOECMeUeHus: YIpaBlICHUs
o0IIecTBOM, O JOKYMEHTHPOBAaHWU IPABOBOM, YMPABICHYECKOH, HKOHOMUYECKOHM, COIMAIBHOM,
TEXHUYECKOM, HaydyHOU MH(popManuu U GOPMUPOBAHUU CUCTEM JOKYMEHTALUU, 00€CIIeUnBAIOIINX
JIEATEIIbHOCTD alfapara yrnpaBJICHUS! YUPEKICHUN, OpraHU3aluil U IpeanpusITUil;;

- (QopmupoBaHHE yMEHHH MPUMEHSTHh IOJYYEHHbIE 3HAHHUS B MPAKTUYECKOW JAESITeTbHOCTH:
COCTaBIIATh JOKYMEHTHl B 3aBHUCHMOCTHM OT Ha3Hau€HUs, COAEpKaHMSA U BUJA JIOKYMEHTa,
KBAIM(ULIMPOBAHHO  HCCJIEIOBATh COCTAaB  JOKYMEHTAlMM  NOPEANpuUaTHd  (OpraHU3aluu),
PYKOBOJICTBOBATHCSI HOPMATUBHBIMH JOKYMEHTaM;

- OCBOEHUE HABBIKOB pabOThI ¢ HHGOpMaIell B I100aIbHBIX KOMIIBIOTEPHBIX CETSIX;;

- OCBOCHHE HABBIKOB HKCIIOJIb30BAHUS CPEICTB O(HCHON aBTOMATH3AlUM, METONOB U CPEACTB
YIpaBICHUS 3JIEKTPOHHBIMH JTOKYMEHTAMHM, UX CO3/IaHMsI, XpaHEHUs, aHAIN3a, TOUCKA..

2. [Inanupyempble pe3yJbTaThl 00y4YeHHs 10 TUCUUILIMHE (MO1YJ/II0), COOTHECEHHbIE C
IVIAHMPYEeMbIMHU pPe3y/1bTaTaMU 0CBOeHHs 00pa30BaTeIbHON NPOrpaMMbI

Komnemenyuu, unouxamopul u pe3yniomamul 00y4eHus

[IK-2 Cmocoben ocymiecTBiaiaTh HHGOPMAIMOHHOE oOecredeHrne B cdepe TOoCyIapCTBEHHOTO
KaJ[acTPOBOTO yUYeTa U PETHCTPAIIAU TPaB Ha HEABMKMMOE HMYIIIECTBO

[1K-2.1 O6pabarbiBaeT JOKYMEHTBI, COAEpIKaIIMe CBeIeHHUs 00 00bEKTax peecTpa rpaHull
3nams:
[IK-2.1/385 Cuctema u CTpPyKTypa HOPMATHBHBIX JOKYMEHTOB, PETrYIHPYIOITUX
Ipo(eCCUOHANIBHYIO JESITEIbHOCTh
Ymemu:
[IK-2.1/YM4 HaxomuTh u 0TOMpaTb HOPMAaTHUBHBIC JOKYMEHTBHI, OTHOCSIIHECS K
npodeccuoHaNIBHOM 3a1a4e
Braoemy:

[1K-2.1/HB4 IlpakThyecKMMU HaBBIKAMH aHaJIW3a HOPMATHUBHBIX JOKYMEHTOB B
npodeccroHaabHOM chepe

[TK-2.2 UadopmupyeT o pe3yiabrarax pacCMOTPEHUS
JIOKYMEHTOB, COJIEpPKAIlMX CBEJACHUs 00 00BEKTax peecTpa rpaHUIl, TMOCTYIUBIIUX B OpraH
perucTpaiyu npas Jjisl BHeCeHUs Takux cBeqennii B EI'PH

3name:

I1K-2.2/3u4 OcHoBHbIE CTaHAApThl OQGOPMIICHHS TEXHUYECKOM IOKYMEHTAIlMH Ha
Pa3IMYHBIX CTAAUAX KUZHEHHOTO ITUKJIa NH(POPMALMOHHON CUCTEMBI
Ymems:

[1K-2.2/YMm5 TlpumeHaTs cTaHgapThl OGOPMIICHHS TEXHMUYECKOW JTOKYMEHTallud Ha
Pa3IMYHBIX CTAIUAX YKU3HEHHOTO ITUKJIa HH()DOPMAITMOHHONW CHCTEMBI

Brnaoems.:

[IK-2.2/HB5 HaBblkamMu COCTaBICHHS TEXHUYECKOW MOKYMEHTAIIMH Ha Pa3IAIHBIX
dTamax >KM3HEHHOTO IUKJIa MHOOPMAIIMOHHON CUCTEMBI

I1K-2.3 Buocut B EI'PH cBenenust 06 00bekTax peectpa rpaHuiy
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3name:

[1K-2.3/384 CrpykTypa, Ha3HaY€HHE W TOPSJNOK Pa3paOdOTKH/KOPPEKTUPOBKU
CTaHIIAPTOB, HOPM U TIPaBUII

Ymems:

[IK-2.3/YM5 ®opmynupoBaTh MpeUIOKEHUS IO pa3paboTKe WIH KOPPEKTUPOBKE
HOPMAaTHBHBIX JOKYMEHTOB C YYETOM JIYUILIHX MPAKTHK M OTPACIEBBIX TPEOOBaHUN
Braoemy:

[1K-2.3/HBS IIpakTudecKMMH HaBBIKAMU IOATOTOBKH MPOEKTHBIX MPEAIOKECHUHA 10
CTaHJapTaMm, HOpMaM U MpaBuUiIaM

[IK-3 CnocobGeH BBIMONHATH pabOThI M YMPaBIATh paboTamMu 1O co3maHuio (Momudukanuu) u

compoBoxaeHuto MC, aBroMarM3umpyrommx 3aJa4d  OPraHWU3AlMOHHOTO  YIPaBICHHS U
OM3HEC-TIPOIIECChI

[TK-3.1 Onpenensier nepBoHaYaIbHBIC TPEOOBAHUS
3akazurka K UC u Bo3MoxkHOCTH HX peanu3anuu B UC

3nams:

[IK-3.1/383 Cucrema u CTpPyKTypa HOPMATHBHBIX JOKYMEHTOB, PETrYIHPYIOUTUX
npodeccuoHANbHYIO JAesITeIbHOCTh

Ymemu:

IIK-3.1/¥YM2 HaxomuTh ¥ OTOMparb HOPMATHUBHBIC JOKYMEHTHI, OTHOCSIIHECS K
npodeccuoHaIBHOM 3a1a4e

Braoemy:

[1K-3.1/HB2 IlpakTHyecKMMU HaBBIKAMH aHaJIM3a HOPMATHUBHBIX JOKYMEHTOB B
npodeccroHaabHOM chepe

[1K-3.2 YnpapnseT KOMMYHHKAITUSMH C 3aKa39MKOM B MPOCKTaX COo3/aHus (MOmu(UKaIUN) U
BBOoz1a MIC B aKcITyaraiuto

3name:

[1K-3.2/382 OcHOBHBIE CTaHAAPTHl O(GOPMIICHUS TEXHUYECKOW JTOKYMEHTAIlMU Ha
Pa3IUYHBIX CTAAUIX KUZHEHHOTO IIUKJIa MH(POPMALIMOHHON CUCTEMBI

Ymemu:

[IK-3.2/YM3 TlpumeHsTs craHaapTbl OQOpMIICHUS TEXHHUYECKOW IOKYMEHTAIlMH Ha
Pa3IMYHBIX CTAAUAX KUZHEHHOTO ITUKJIa HH(POPMALMOHHON CUCTEMBI

Braoemy:

[1K-3.2/HB2 HaBblkaMH COCTaBIICHHS TEXHUYCCKOW JOKYMEHTAIlMd Ha Pa3TUIHBIX
JTarnax >KM3HEHHOTO ITUKJIa HH()OPMAIIMOHHON CHCTEMBI

I1K-3.3 Pa3pabarbiBaeT Mojenu U 00SCIIEYMBACT aIallTAllMI0 OU3HEC- MPOIECCOB 3aKa34uHKa K
Bo3MokHOCTIM MC

3name:

[IK-3.3/382 CrpykTypa, Ha3Ha4€HHE W TOPSJIOK  Pa3padOTKH/KOPPEKTUPOBKU
CTaHIIAPTOB, HOPM U TIPaBUII

Ymems:

[IK-3.3/YM3 ®opmynupoBaTh MpeUIOKEHUST 10 pa3paboTKe WIH KOPPEKTUPOBKE
HOPMAaTHBHBIX JOKYMEHTOB C YYETOM JIYUILIHX MPAKTHK M OTPACIEBBIX TPEOOBaHUN
Braoemy:

[1K-3.3/HB2 IIpakTH4ecKMMH HaBBIKAMU IOJTOTOBKH IMPOEKTHBIX MPEIIOKECHUA 10
CTaHAapTam, HOpMaM U MpaBUiIaM

[1K-3.4 TIpoexTupyert, nporpammupyeT u Tectupyet MC
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3name:

[IK-3.4/352 Cuctema u CTpPYKTypa HOPMATHBHBIX JOKYMEHTOB, PETrYIHPYIONTUX
npodeccuOHANbHYIO JAesITeIbHOCTh

Ymemu:

[IK-3.4/YM2 HaxomuTh M 0TOMpaTb HOPMATHUBHBIC JOKYMEHTHI, OTHOCSIIHECS K
npodeccuoHaNIBHOM 3a1a4e

Braoemy:

[1K-3.4/HB2 IlpakTHuecKMMU HaBBIKAMH aHaJIM3a HOPMATHUBHBIX JOKYMEHTOB B
npodeccroHaabHOM chepe

ITK-3.5 Ucnpasmset nedexrsr MC
3namo:
IIK-3.5/382 OcHoBHbIE CTaHAApThl OGOPMIICHHUS TEXHUYECKOM JIOKYMEHTAIlMM Ha
Pa3TUYHBIX CTAAMSIX KU3HEHHOTO KA HHPOPMAIIMOHHOW CUCTEMBI
Ymemo:
[1K-3.5/YMm3 TlpumeHaTs cTaHgapThl OGOPMIICHHS TEXHHMUYECKOW JTOKYMEHTallud Ha
Pa3IUYHBIX CTAAUIX KUZHEHHOTO IIUKJIa MH(POPMALIMOHHONW CUCTEMBI
Braoemy:

IIK-3.5/HB2 HaBblkaMH COCTaBJICHUS TEXHMYECKOH TOKYMEHTAllMM Ha pa3iU4YHbIX
dTarnax )U3HEHHOTO IIUKJIa HHPOPMAITMOHHON CHCTEMBI

I1K-3.6 OO6yuaet nosnb3oBateneii u opranusyet pazseproianue MC y
3aKa3ynKa

3namo:

IIK-3.6/312 OcHoBHBIE CTaHAAPTHl OQOPMIICHHUS TEXHUYECKOM JOKYMEHTAIlMH Ha
Pa3IMYHBIX CTAAUAX KUZHEHHOTO ITUKJIa HH(POPMALMOHHON CUCTEMBI

Ymemo:

[1K-3.6/YM3 TlpumeHaTs cTaHgapThl OGOPMIICHHS TEXHHMUYECKOW JIOKYMEHTalluh Ha
Pa3IUYHBIX CTAAUIX KUZHEHHOTO IIUKJIa MH(POPMALIMOHHONW CUCTEMBI

Braoemy:

IIK-3.6/HB3 HaBblkamMH COCTaBJICHUS TEXHMYECKOH TOKYMEHTAllMM Ha pa3iIU4YHbIX
dTarnax )U3HEHHOTO IIUKJIa HHPOPMAITMOHHON CHCTEMBI

I1K-3.7 Opranu3syer conpoBOXA€HUE U yIIpaBiseT uaMeHeHussmu B IC
3uamo:

[1K-3.7/382 CrpykTypa, Ha3Hau€HHE U TOPSJNOK  Pa3padOTKH/KOPPEKTUPOBKU
CTaHIIAPTOB, HOPM U TIPaBHUII

Ymems:

[IK-3.7/YM2  ®opmynupoBaTh MpeUIOKEHHUS IO pa3paboTKe WIH KOPPEKTUPOBKE
HOPMAaTHBHBIX JOKYMEHTOB C YYETOM JIYUILIHX MPAKTHK M OTPACIEBBIX TPEOOBaHUN
Braoemy:

[1K-3.7/HB3 TIpakTH4eCKMMH HaBBIKAMU IOJTOTOBKH MPOEKTHBIX MPEMIOKECHUA 10
CTaHAapTam, HOpMaM U MpaBUiIaM

3. Mecro aucuumimHbl B cTpykrype OII

Huctumnuaa (Moxaynb) b1.B.09 «OnekTpoHHBINH TOKYMEHTOOOOPOT» OTHOCUTCS K (hopmupyeMoit
y4aCTHUKaMU 00pa30BaTeIbHBIX OTHOIIEHUN YacTH 00pa3oBaTeNbHONW MPOrpaMMbl M HU3y4aeTcs B
ceMectpe(ax): 7.
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B npounecce wu3yyeHMs OUCHMIUIMHBL CTYAEHT TOTOBUTCA K PpEUIEHMIO THUIIOB  3ajad
npodeCcCHOHAIBHOW  AeaTenbHOCTH, mnpenycMmorpeHHbix @OI'OC BO wu  obpazoBarenbHON
IIPOrpaMMON.

4. O6beM auCUMIJIMHBI (MOYJIS1) M BUABI Y4eOHOH padoThI
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5. Copep:xanue TUCUMILIMHBI (MOILYJIs1)
5.1. Pa3aenbl, TeMbl AUCHUILIMHBI H BUAbI 3aHATHH
("9achl TPOMEKYTOUHOM aTTECTAINHA HE YKa3bIBAIOTCS)
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Pasnen 1. Exnnas cucrema 32| 12 4| 16| IIK-2.1
OPraHU3alMOHHO-PACTIOPSIANTE [1K-2.2
bHOI IOKYMEHTANH [IK-2.3
Tema 1.1. Tlpeamer u comepkanue 41 2 2| TIK-3.1
Kypca. TEpMUHBI ¥ OTIPEIEIEHHs 1IK-3.2
Tema 1.2. JlokyMmeHT, ero 4 2 2| HK-3.3
CBOWCTBA, QYHKIINH U TPU3HAKU TK-3.4
Tema 1.3. Knaccuduxanus 4 2 7| 1IK-3.5
JIOKYMEHTOB U CUCTEM IIK-3.6
JNOKYMEHTalUU IIK-3.7
Tema 1.4. YaudurnupoBannas 4 2 2
cucTema
OpraHHU3aIIOHHO-PACIOPSAUTEH
HOW TOKyMEHTaluu
Tema 1.5. CTpyKTypa JOKyMEHTA, 6 2 2 2
€ro cocTaBjeHHe U 0popMIIeHHE
Tema 1.6. OcHOBBI 10 2 2 6
OpraHHU3aIIOHHO
JOKYMEHTAI[MOHHOTO
obecrieueHus yIpaBICHHs
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Pa3znen 2. Texunueckne 40 4| 12| 24| IIK-2.1

cpebacTBa, HCNOIb3yeMbl B [IK-2.2
JeJIONPOU3BOACTBE T11IK-2.3
Tema 2.1. CoptupoBKa u 8 2 2 4| TIK-3.1
00paboTKa CIMCKOB CBSI3aHHBIX IIK-3.2
JAHHBIX B AJICKTPOHHOU Ta0JHIle [K-3.3
Tema 2.2. Ounbrpanius 1aHHbIX, 6 2 4| TIK-3.4
pabota ¢ pyHKIHUSIMEU O6a3BI 1IK-3.5
JAHHBIX B CIIUCKAX 3JIEKTPOHHOM 1IK-3.6
TaOJIHUIIBI I1K-3.7
Tema 2.3. Co3ganue Ta0IuiL, 8 2 2 4

MIPUMEHEHHUE COPTUPOBKH U
¢dunpTpanyu B 6a3ax TaHHBIX

Tema 2.4. Pabota ¢ popmamu B 6 2 4
0a3ax JTaHHBIX
Tema 2.5. Peanu3zanus 3anpocoB B 6 2 4
0a3ax JTaHHBIX
Tema 2.6. Co3naHue oTyeTa B 6 2 4
0a3ax JTaHHBIX
Hroro 72| 16| 16| 40

5.2. Conep:kanue pa3aeyoB, TeM JUCHHUILUIAH U (DOPMBI TEKYIIEr0 KOHTPOJIS

Pa3zoen 1. EOunaa cucmema op2anu3ayuoHHO-pacnopaoumenibHoil 00KyMeHmayuu

Tema 1.1. Ilpeomem u cooepxcarnue Kypca. Tepmunwvl u onpedenerus

IIpeamer u copepxkaHue Kypca, MeToAbl ero usydenus. HMcropus npenmera. Tepmussl u
onpenenenus. JlokymeHT u uHpopmauus. Krnaccudukanus AOKyMEHTOB, CHCTEM M KOMIUIEKCOB
IOKyMeHTOB. OCOOEHHOCTH TOKYMEHTHPOBaHUS HH(OpMAIMK. 3a1a41 3alUThl HH(POPMALIUY TIPH €€
JOKYMEHTUPOBAaHUH.
Texymui KOHTPOJIb
Bun (hopma) konTpoOms

[TnceMenHsbIi Onpoc

Tema 1.2. Jloxymenm, e2o ceoticmea, (hyHKYuu u RPU3HaKu

[TonsaTus «uHGOpPMALIULY, KCOOOIIEHHEY», «TOKYMEHT», «MH(POpPMAIIMOHHAas TeXHOIOoTrus». CBOWCTBA
uHpOpMaLuH, coo0IeHus 1 TokyMeHTa. [lonsaTie nudopmManmoHHOH TexHONIOruu. OTINYUTENbHbIE
CBOHCTBa JOKyMeHTa. DyHKIMHU COOOIIEHUH M JOKyMeHTOB. OCHOBHBIE MPH3HAKH JIOKYMEHTA.
KonpuaenumanbHocts uHGOpMAUMU M KOHQUACHIMAIBHOCTh JOKYMEHTOB. IlOATMHHOCTD
nokymeHnToB. Konun nokymenToB. TpeOoBaHus K KOH(OUACHIIMAIBHBIM JOKYMEHTAM.

Texymui KOHTPOJIb

Bun (hopma) konTpoms

[TnceMenHsbIit ompoc

Tema 1.3. Knaccugpuxayus 0okymenmos u cucmem 0OKyMeHmayuu
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Mertoap! KilacCH(PUKALMU U KOJUPOBAHUS JOKYMEHTOB M CHCTEM JOKyMeHTaruu. Kiaccuduxanus
JOKYMEHTOB TIO TPOUCXOXKJICHHIO, OTPAaHHYEHHUIO JOCTYyNa, cpokaM xpaHeHus. Kiaccugukarms
JOKYMEHTOB IO TOJPA3/eICHUSIM NPEANPHUIATHS, BUAAM JESITEIBHOCTH, (YHKIHMSIM YIpPaBICHUS.
WunexkcupoBanue aoKyMeHTOB. Kitaccudukanus AOKyMEHTOB M Jeil. MeTonuka COCTaBIICHUS
KJ1acCU(UKATOPOB.

Cuctembl nokymenTtanuu. Cucrema KiacCU(pUKAUMU W KOTUPOBAHUS TEXHUKO-dKOHOMHUYECKOW U
couuanbHOi HMH(opManMu. YHUPHUIMPOBAHHBIE CUCTEMbl JoKyMeHTanuu. CraHgapTel Ha

YHU(DUITUPOBAHHBIE CUCTEMBI JOKYMEHTALUH. YHupHUuUpoBaHHAS cucreMa
OpPraHU3aLMOHHO-PACIIOPSAAUTENIBHON  JOKYMEHTALUH. Enunas cucreMa  IPOrpaMMHOU
JOKYMEHTALUH.

Texymuii KOHTPOJIb

Bun (hopma) konTpoms

[TnceMenHsbIit Onpoc

Tema 1.4. Yhuguyuposannas cucmema opeaHu3ayuoOHHO-pacnopsaoumenbHou 0OKyMeHmayuu

OpranuzalluoHHbIE JOKYMEHTBI. YCTaB. YdpeauTenbHbld 1oroBop. CTpykTypa M IUTaTHas
YUCJIIEHHOCTb. [lonmoxkeHue o CTpyKTypHBIX nonpaszacieHusx. [IpaBuiia BHYTpEeHHEro pacnopsjka.
[Tonoxxenue o nepcoHase. JJomKHOCTHBIE MHCTPYKIMU. TpeOoBaHU K COAEPHKAHUIO U O(YOPMIICHUIO

Texyuuii KOHTPOJIb

Bun (hopma) koHTpOIIs

[TruceMeHHBIH onpoc

Tema 1.5. Cmpyxkmypa 0okymenma, e2o cocmagienue u ogpopmierue

Tuner 1 BuAsl HOKyMeHTOB. OO0mue TpeOOBaHUS K COCTABICHHIO W O(DOPMIICHHIO JTOKYMEHTOB.
dopMysip TOKYMEHTa U €T0 COCTaBHBIC YacTH. [[OHATHS «peKBU3UTY». TpeOoBaHUS K pa3MEIeHHIO
PEKBU3UTOB JTOKYMEHTOB. TpeOoBaHUS K OQOPMICHHIO JOKYMEHTOB, W3rOTABIMBAEMBIX C
MPUMEHEHHEM KOMITBIOTEPHOH TEXHUKH.

TpeboBanus, npeabsaBiasieMble K O1aHkaM. OCOOCHHOCTH COCTaBJICHUS W O(QOPMIICHHUS OTIACITHHBIX
BUJIOB YIPABICHYECKUX JOKYMEHTOB. OCOOCHHOCTH COCTABIICHHS B O()OPMIICHHSI OTIEIBHBIX BUIOB
TEXHUYECKHX JIOKYMEHTOB.

Crpyktypa u o1eMmeHThl Tekcta. Crmiab s3pika. HedopmanuzoBanHas u  (opmaim3oBaHHAS
coziepkaTenbHble YacTH JoKyMeHTa. OdopMIIeHHE IPIITOKECHUS K TEKCTY.

Texymui KOHTPOJIb

Bun (hopma) konTpoOms

[TnceMenHsbIi Onpoc

Tema 1.6. OcHogbl opeaHu3ayUOHHO OOKYMEHMAYUOHHO20 0becnedenus ynpasieHus

Opranuzanusi JOKYMEHTAIlMOHHOTO oOecneueHHs ymnpasieHus. [loHATHE «JIOKYMEHTOOOOpOT» W
OPUHIUIBL  ero opranu3anuu. OpraHuzanus (3Tambl) JTOKYMEHTOOOOpoTa.OpraHu3aiioHHbIE
JOKYMEHTBI.  JIOKyMEHTBI  KOJJIETHAJbHBIX  OpraHoB.  PacmopsiauTenbHble  JOKYMEHTHI.
WudopmanimoHHO-cIIpaBOYHbIE TOKYMEHTHI. KagpoBast JoKyMeHTaIusl.

Texymui KOHTPOJIb

Bun (hopma) konTpoms

[TnceMenHsbIit ompoc

Pazoen 2. Texnuueckue cpebocmea, ucnonbzyeml 6 0e10nPOU3BO0CHEE
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Tema 2.1. Copmuposka u 06pabomka cnucko8 céa3aHHbIX OAHHBIX 8 DEeKMPOHHOU mabauye

3HAaKOMCTBO C MeTolaMU 00paOOTKM JaHHBIX, OopraHu3oBaHHbIX B ciiucku B EXCEL: copTupoBKoif,
pPENAaKTUPOBAHUEM, IIPOCMOTPOM, IOMCKOM U M3BJICUEHUEM JAHHBIX 10 PA3IUYHBIM KPUTEPHUSIM.
Nzyuenne npuémon padotsl co cnuckamu d EXCEL: copTupoBKa crucka Mo CTpOKaM, CTOJIOIaM,
00paboTKa CIIMCKa C TOMOIIBIO (POPMBI, U3MEHEHHE CTPYKTYPbI TaOIUIIbI

Texymuii KOHTPOJIb

Bun (hopma) konTpoms

[TpakTuueckas padora

Tema 2.2. Qunvmpayus OaHuwlx, paboma ¢ GyHKyusmu 06a3bl OAHHLIX 68 CHUCKAX 31eKMPOHHOU
maobnuywvl

OcBoeHne BO3MOXKHOCTH (MIIBTPAIIMN TaOIUYHBIX JAHHBIX M PAOOTHI ¢ GyHKIHUSIMH 0a3bl JTaHHBIX B
oprann3oBaHHbIX criuckax EXCEL.
Texyuuii KOHTPOJIb

Bun (hopma) koHTpOIIS

[IpakTuueckas padora

Tema 2.3. Cozoanue mabnuy, npumerenue cOpmuposKy u Quibmpayuu 6 6a3ax OaHHbIX

OcBoenue npuemoB pabotel ¢ CYB]] Microsoft Access, co3ganue Tabnuil, pabota ¢ COPTUPOBKOM 1
¢bunsTpom B CYB/]
Texyuuii KOHTPOJIb

Bun (hopma) koHTpOIIS

[TpakTuueckas padora

Tema 2.4. Paboma ¢ ghopmamu 6 6azax OaHuwix

OcBoenue nmpuemMoB padotel ¢ CYBJ] Microsoft Access, co3nanne Gpopmsbl, padoTa ¢ HEel.
Texymui KOHTPOJIb

Bun (hopma) konTpoms

[TpakTuueckas padora

Tema 2.5. Peanuzayus 3anpocos 6 6azax OaHHvIX

OcBoenue npueMoB padotsl ¢ CYB/] Microsoft Access, co3ganue NpocThIX U CIOKHBIX 3aIIPOCOB.
Texyuuii KOHTPOJIb

Bun (hopma) koHTpOIIS

[TpakTuueckas padora

Tema 2.6. Coz0anue omuema 6 6a3ax OAHHbIX

OcBoenue npueMoB paboTsl ¢ Microsoft Access, Co31aHHE OTYETOB.
Texymui KOHTPOJIb

Bun (hopma) konTpoms

[TpakTuueckas padora
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6. IlopsiIoK NpoBeIeHUsT MPOMEKYTOYHOM aATTeCTAIUMN

[Topsimox  mpoBeACHHUS TMPOMEKYTOUHOM  aTTeCTalMl  pPervIaMeHTUPYETCS  JIOKAJIbHBIMU
HOPMaTUBHBIMU aKTaMU YHHUBEpPCUTETA:
- ITlonoxenuemM o Qopmax, MEPUOTUYHOCTH, MOPSAKE TEKYIIEro KOHTPOJS YCIEBAEMOCTH U
MPOMEXKYTOYHON arrecTand OOy4aloUIMXCcsi MO OCHOBHBIM OOpPa30BaTENIbHBIM MpOrpammam
BBICIIETO 00pa3oBaHWs — IporpamMmmam OakallaBpuara, mporpamMmam CIEeHUalIuTeTa, MporpaMmam
MarucTparypbl B (peaepanbHOM TOCYIapCTBEHHOM OIOIKETHOM OOpa30BaTEIbHOM YUPEKIACHUU
BbICIIEro 00pa3oBaHusl «MOCKOBCKHI TOCYIapCTBEHHBIH YHHUBEPCHUTET T'€0/Ie3UH U KapTorpadumy,
1.6 «Opranuzaius v NpoBeICHUE MTPOMEKYTOUHOM aTTECTALIUI.
- IlonoxeHneM O MOpPSAKE OCYHIECTBIEHUS OOpa30BaTEIbHOTO MPOIECCa, MPOBEACHUS TEKYILEro
KOHTPOJISL YCIIEBAEMOCTHM M IPOMEXKYTOYHOW arrecraluu OOydyarolmuxcsi C MpUMEHEHUEM
AIIEKTPOHHOTO OOy4YeHUs M JHUCTAHIUMOHHBIX OOpPa30BaTENbHBIX TEXHOJOTUH B (QeneparbHOM
TOCYJapCTBEHHOM  OIODKETHOM  OOpa30BaTE€IbHOM  YUPEXKJACHHH  BBICIIETO  OOpa3oBaHUS
«MOCKOBCKHMI TOCYIapCTBEHHBIM YHUBEPCUTET Teofe3nu W KapTtorpadum», m.8 «lIpoBenenue
MPOMEXYTOUHOM aTTectanuu ¢ npuMmeHenuem S0 u JJOT».

Hpomeofcymowaﬂ ammecmayust. 3a1¢em, 7 cemecmp.

7. OneHOYHbIC MaTepPHAJIbI TEKYLEr0 KOHTPOJIS

Pazoen 1. EOunasa cucmema opzanu3ayuoHHO-pacnopaoumenbHoil 00KyMeHmayuu

Konwmponupyemwie UJIK: IIK-2.1 [IK-2.2 TIK-2.3 [IK-3.1 IIK-3.2 IIK-3.3 [IK-3.4 IIK-3.5 [IK-3.6
1IK-3.7

Tema 1.1. Ilpeomem u cooepxcarnue Kypca. Tepmunwvl u onpedenerus
dopma KOHTPOJISI/OTICHOUHOE CpeacTBO: [InchkMeHHBIN ompoc
Bonpocsi/3ananus:
1. JlaitTe onpeneneHre NOHATUS "TOKyMEHT"
JaiiTe onpezeneHue mOHATHS "TOKyMEHT"
2. JlaiiTe onpeneneHue MOHATHS «HHPOPMALIHS)
JlaiiTe onpeaeneHre NOHATHS «AHPOPMAITU»
3. B xakoM ToKymMeHTE omnpezesieHbl TOHATHS " mokyMeHT" u "uHdopmartus'?
B kakoM 10KyMeHTe onpeneneHsl MoHATus "qokyMeHT" u "unpopmanus"?

4. B xakuX Hay4yHBIX JUCUUIUIMHAX U cdepaxX MPaKTUYECKOU AESITETbHOCTH HCIOJIb3yeTCs
MOHITHE «IOKYMEHT»?

B kakux HayuyHBIX MUCHUIUIMHAX U cdepax MPaKTUIECKOW NEATEIbHOCTH HCIIONB3YeTCS MOHITHE
«IOKYMEHT»?

5. HazoBuTe 3amauum Ae10MpOU3BOACTBA
HazoBute 3a1auun aenonpon3BoicTBa

6. HazoBuTe 3a1a4u JOKyMEHTUPOBAHUS
Ha3oBute 3anaun JOKyMEHTUPOBAHUS

7. HazoBuTe 3a1aun JOKyMEHTOO00pOTA
H3yqaeT BOHpOCBI JABUXKCHUA U yqua I[OKYMGHTOB

8. HazoBute 3a1aum apXuBHOTO Jeia
HazoBute 3a1aun apXxuBHOTO Jena

9. HazoBuTe 3a/1a4u JOKYMEHTOBEACHUS
Ha30BI/ITe 3aJa4u IIOKYMCHTOBGIIGHI/ISI

Tema 1.2. Jloxymenm, e2o ceoticmea, (hyHKYuu u RPU3HaKu
®dopma KOHTPOJISI/OTICHOUHOE CpeacTBO: [TnchkMeHHbIN ompoc
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Bonpocsi/3ananus:
1. [Tepeunciure ocHOBHBIE QYHKITUN JOKYMEHTA:
[Tepeuncnure OCHOBHBIE (PYHKIIUU JOKYMEHTA:
2. [lepeuncnure Npu3HAKU TOKYMEHTA:
[lepeuncnure mpU3HAKU TOKYMEHTA:
3. Ilepeuncnure cTaguy MOATOTOBKU IOKYMEHTA!
[lepeuncnure cTaguu NOATOTOBKU JOKYMEHTA:
4. Tlepeuncnure cTeTIeHN YHU(DUKAITUN JOKYMEHTA:
[lepeuncnure cTeneHn yHU(PUKAIIIN TOKYMEHTA!
5. JlaiiTe onpeneneHure NOHATUA "IOpUANYECKas CUjla JOKyMEHTa"
JlaiiTe onpezenenue NoHATUS "tIOpuaIudecKas cuiia JOKyMeHTa"
6. [laiiTe onpeneneHue moHATHS "0(UIIMATBHBINA JOKYMEHT"
Jaiite onpenenenue noHATUs "oULIUATHHBIA JOKYMEHT"
7. Ilo cTeneHu CIOXKHOCTH JOKYMEHTBI Pa3esOTCA Ha:
[To cTeneHu CIOKHOCTH TOKYMEHTHI pa3/IestoTCs Ha:
8. Ilo crenenu macHOCTH TOKYMEHTHI pa3AesitoTCs Ha:
[To cTenenu MaCHOCTH TOKYMEHTHI pa3IestoTCs Ha:
9. ITo BumaM nesTeIbHOCTH (Ha3HAYCHHIO) TOKYMEHTHI pa3/IessiioTCs Ha:
[To BumaM nesTenbHOCTH (HAa3HAYCHUIO) JOKYMEHTBI Pa3IeTsSIOTCS Ha!
10. ITo HAaMMEHOBAHUIO IOKYMEHTBI Pa3IeIIIIOTCs Ha:
[To HauMeHOBaHHUIO TOKYMEHTHI pa3JIesoTCs Ha:
11. Ilo MecTy cocTaBieHuUs TOKYMEHThI pa3AeIsltOTCs Ha:
[To MecTy cocTaBieHHs JOKYMEHTBI pa3/iefisiioTCs Ha:
12. Tlo creneHu MacHOCTH JOKYMEHTHI pa3AesitOTC:
[To cTenenu MacHOCTH TOKYMEHTHI pa3/IestoTCs:
13. Tlo ropuan4eckoi cuiie TOKYMEHTBI pa3IealoTCs Ha:
1o ropuandeckon cuie JOKYMEHTHI pa3eisaioTCs Ha:
14. TTo mponCcXOXKAECHUIO JOKYMEHTHI pa3AeistoTCs Ha:
[To mporcX0XKIEeHNIO TOKYMEHTHI pa3/esisitioTCs Ha:

Tema 1.3. Knaccugpuxayus 0okymenmos u cucmem 0OKyMeHmayuu
®dopma KOHTPOJISI/OTICHOUHOE CpeacTBO: [TuchkMeHHbIN ompoc
Bonpocsi/3ananus:

1. Yto Takoe «cucTteMa TOKyMEHTalum»?

Urto Takoe «cuctema JOKyMEeHTaun?

2. Uto Takoe «yHU(DHUIIMPOBAHHAS CHCTEMA IOKYMEHTAITAN» ?

Uro Takoe «yHUPUIIUPOBAHHAS CHCTEMa JOKYMEHTAIIHI ?

3. Uro Takoe «yHUDUKAIIN)?

Yro Takoe «yHHpHUKALUA»?

4. Yro Takoe "crangapruzanusa’?

UYro takoe "crangapruzanus’?

5. Ha xakux nmpuHImMnax ocHoOBaHa yHU(UKAIHSA JOKYMEHTOB?

Ha xakux mpuHIIMNIaX OCHOBaHA yYHHU(PHUKAIUS TOKyMEHTOB?

6. Kakue crmocoOp! yHUGBUKAIIMKY TPUMEHSIOT I TOKyMEHTOB?

Kakwue criocoObl yHUGUKAIIMY TPUMEHSIOT JJ11 JOKYMEHTOB?

Tema 1.4. Yhuguyuposannas cucmema opeaHu3ayuoOHHO-pacnopsaoumenbHou 0OKyMeHmayuu
®dopma KOHTPOJISI/OTICHOUHOE CpeacTBO: [TuchkMeHHBIN ompoc
Bonpocsi/3ananus:
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1. Ilepeunciute rpymnibl OpraHU3aluOHHO-PACTIOPSIAUTENBHBIX IOKYMEHTOB:
[Tepeuncnure rpynmnsl praHu3allMOHHO-PACTIOPSAIUTEIbHBIX JOKYMEHTOB:

2. Haznauenue YcraBa opraHnusaiuu -
Ha3znayenue YcraBa opranuzanui -

3. [lepeuncnure yupeauTebHble JOKYMEHTbI OpraHU3aINH:
[lepeuncnure yupeauTenbHble JOKYMEHTHI OpTraHU3alHH:

4. Tlepeuncnure opraHu3alMOHHBIC TOKYMEHThI OpraHU3aluu:
[lepeuncnure opraHu3alMOHHbBIE JOKYMEHTBI OpraHU3aINU:

5. Ha3naueHue y4peauTenbHOro J0roBopa -
Hasznayenue yupenurenbHOro J0roBopa -

6. Ha ocHOBaHMUM KaKoTo TOKYMEHTa pa3padaThIBalOTCs CTPYKTypa M IITaTHAS YUCICHHOCTD

opraHu3aluu?

Ha ocHOBaHMMM Kakoro JOKyMEHTa pa3pabaThIBAIOTCS CTPYKTypa M INTaTHas YHUCIEHHOCTh

opraHu3aluu?

7. HazHaueHnue nokymenra "lIlonoxeHne o CTpyKTypHOM NoApasaesieHun" -
Hasznauenue nokymenra "[lonoxxeHue o CTpyKTYpHOM MoApa3aeieHuun’ -

8. Haznauenue noxymenra "llonoxenue o nepconane" -
Hasznauenue noxkymenra "[lonoxxenue o nepconane" -

9. HazHauenue nokymenra "JloJpKHOCTHast MHCTPYKIMS" -
Hasznauenue noxkymenra "J{omKHOCTHASI MHCTPYKIMS" -

10. Haznauenue noxkymenra "MHctpykuus" -
Haznauenune noxkymenra "Muctpykuus'” -

y Py

11. Kakue opranuzalvoHHbIE JOKYMEHTHI YTBEP)KIAIOTCSI PyKOBOAUTEIEM OpraHu3aluu’?

Kakue opranuzannoHHble TOKyMEHTBI YTBEPKIAIOTCS PYyKOBOIUTEIEM OpraHu3aluu’?

12. C xakuMM OpraHM3allMOHHBIMU JOKYMEHTAMM 3HAKOMSAT I'pakJaH IpPH MOCTYIJICHUM Ha

paboty?

C xakuM¥ OpraHM3allMOHHBIMH JJOKYMEHTAaMH 3HAKOMSAT TpakKJaH MPU NOCTYIJICHUH Ha padoTty?

13. Kakue pacnopsiauTenbHbIE JOKYMEHTHI U3IaI0TCA HA OCHOBE €MHOHAYa M ?
Kakue pacniopsiautenbHble TOKyMEHTBI U3/1aI0TCSl HA OCHOBE €IMHOHAYamus?
14. Haznauenue noxkymenra "lIpukas" -
Haznauenue noxkymenra "Ilpukas"” -
15. Haznauenue nokymenta "Pacnopsikenue" -
Haznauenue nokymenra "Pacnopsixenue” -
16. Haznauenue nokymenrta "VYkazanue" -
Ha3nauenue nokymenra "Ykazanue" -
17. Ilepeuncnure 3Tamnbl NOATOTOBKU PUKA3a:
[lepeuncnure 3Tanbl MOATOTOBKY MpUKa3a:
18. Haznauenue nokymenrta "Pemenue" -
Hasnauenue noxkymenra "Pemenue" -
19. Haznauenue nokymenta "lloctanoBienue" -
Haznauenne noxkymenta "IloctanoBnenue" -
20. Kakast yacTh TEKCTa IpHUKa3a SABJISETCS 0053aTeILHOMN?
Kakast gacTh TekcTa npukasa sBisieTcst 00s3aTebHON?
21. Haznauenne nokymenta "I[Ipotokon" -
Haznauenue nokymenra "IIpotokon" -
22. Jlaiite onpenenenue noustusa "Komerusa" -
Haiite onpenenenne nousarus "Komnerus" -

23. Kakue nOKyMEeHTBI MPUHUMAIOTCS B PE3yJbTare OOCYXJACHHS BOIPOCOB Ha 3aceJaHUsIX

KOJIJICTHaJIbHBIX OpFaHOB?

Ne 000001585

Crpanuria 13 u3 20



Kakue [OKyMEHTH TNpUHUMAIOTCS B pe3ylbTare oOOCYKIEHHUS BONPOCOB Ha 3aceJaHUsIX
KOJUIETHAIbHBIX OPTaHOB?

24. Kakue JOKyMEHTBI PacChUIAlOTCs WICHAM KOJIJIETHaJIbHOTO OpraHa nepes 3aceaaHuemM?
Kakue 1okyMeHTBI pacchlIaloTCs YieHaM KOJUIETHAIbHOTO OpraHa nepes 3aceilanuem?
25. Kakol mpuHAT NOPAIOK 3aC€IaHMs KOJUIETHAIbHOTO opraHa’?
Kakoil mpuHAT NOpsI0K 3aceJaHusl KOJUIErHallbHOro opraHa?
26. Kakas cTpyKTypa OCHOBHOM 4acCTH MPOTOKOJIA 3aCeIaHusI KOJUIETHUAIBHOTO opraHa’?
Kakast cTpykTypa OCHOBHOM 4acTH IIPOTOKOJIA 3aceJaHus KOJJIETHaIbHOTO opraHa’?
27. Kak pacnoyiaratorcsi BOIpOCHhl MOBECTKH JIHS 3aC€IaHusl KOJUIETUAIBHOTO opraHa’?
Kak pacnonaratorcst Bompochl MOBECTKH JIHSI 3aC€JaHus KOJJIETHAIbHOTO opraHa’?
28. Haznauenue nokymenta "l[Iucemo" -
Ha3nauenue noxkymenra "[lucemo" -
29. Pa3HOBUIHOCTH CYKEOHBIX MHCEM:
Pa3HOBHIHOCTH CY>KEOHBIX IMHUCEM:
30. HupkynsipHO€ MUCHMO -
[upkyisspHOE TUCHEMO -
31. N'apanTuiinoe MUCHMO -
I"apanTHiiHOE TUCHEMO -
32. ConpoBOAUTEIBHOE MUCHEMO -
CornpoBoauTeNbHOE MUCHMO -
33. JloroBopHbIE TMCHMA -
JloroBopHsbIe IMcbMa -
34. B KakoM CTHJIE IOJDKEH OBITh BBIJIEP)KaH TEKCT MUChMa?
B kakom ctuie 1omKkeH ObITh BBIIEPKaH TEKCT MrchMa?
35. Haznauenue noxkymenra "Axt" -
Hasnauenue noxymenrta "Akt" -
36. [lepeuncnure pa3sHOBUIHOCTH aKTOB:

AKT — JIOKYMEHT, COCTaBJICHHBI HECKOJBKHMHU JHUIIAMHA M MOATBEP)KIAIOIIUN YCTaHOBICHHBIC
(baxTsl 1 COOBITHSI.

37. C KaKOH 1IeIbI0 aKThI COCTABIISIIOTCS KOJJIETHAIBLHO?
C Kako# IeNbI0 aKTEl COCTABISIOTCS KOJLIETHAIILHO?

38. Kakue pekBU3UTHI BXOAAT B GOpMyIsip akTa?
Kaxkue pexBu3uThI BXOIAT B popmyssip akta?

39. U3 kakuX JacTeil OCTOUT TEKCT akrTa?

TekcT akTa COCTOMT W3 JBYX YacTei: BBOAHOW M KOHcTarupymmie. [lpum HeoOxomumocTn
JIOTTYCKAETCsl 3aKIIOYMTENIbHAsT 9acTh TEKCTa, B KOTOPOW MOTYT CONEP)KAaThCsl BBIBOJBI KOMHCCHH,
COCTaBHUBIIIEH aKT

40. Kakyto nHpopMaIfio COASPKUT BBOAHAS YACTh TEKCTa akTa?
Kakyro napopmanuio conep>XuT BBOIHAS YaCTh TEKCTa akTa?

41. YTto conepKUT KOHCTAaTUPYIOLIasl 4acTh TEKCTa aKTa?
UT0 comepKUT KOHCTATUPYIOIIAsl YaCTh TEKCTa akTa?

42. Ha3znauenue noxymeHra "JloknaznHas 3anucka"?
Hasznauenue noxymenra "Jlokimangnas 3anucka"?

43. Ha3znauenue noxkymenrta "OObsicHUTENbHAs 3anmucka'?
Hasnauenue noxymenrta "OObsicHUTEIbHAS 3amKucKa'?

44. Ha3zHaueHue JOKJIAJHBIX U OOBSICHUTEIBHBIX 3aITUCOK?
HaznaueHnue qokiagHbIX U 00BSCHUTENBHBIX 3aMIUCOK?

45. Ha ocHOBaHMM Kakoro 3akoHa oOQOpPMIIIETCS U COMPOBOXKAACTCS KaapoBas
JTOKyMEHTaIus ?
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Ha ocHoBanuu kakoro 3akoHa o(opMIISIETCSI U COMPOBOXKAAETCS KapoBas JOKyMEHTAIHs?

Tema 1.5. Cmpykmypa 0okymenma, e2o cocmasienue u ogpopmaeHue
dopma KOHTPOJIs1/0LIeHOYHOE cpenicTBO: [IMchbMeHHBIN ompoc
Bomnpocsi/3ananus:
1. HopmatuBHasii 6a3a Jenonpon3BoOICTBa - 3TO ...
Hopwmarusnasii 6a3a qemonpoun3BoaCTBa - 3TO ...
2. YTO OTHOCHUTCS K 3aKOHOAATEIILHBIM U IMPABOBBIM aKTaM B cpepe TOKyMEHTALUHU?
Yro OTHOCHUTCA K 3aKOHOJATEIbHBIM U IIPABOBBIM aKTaM B cepe JOKyMEHTalun?

3. B kakoM HOpPMaTHMBHOM akTeé 3a(UKCHUPOBaHbI TpeOOBaHMA K OQOPMIICHHIO
OpraHU3aIMOHHO-PACTIOPSIIUTEILHON JOKyMEHTAIUN ?

Enunsle TpeGoBaHUs K 0(hOPMIIEHUIO TOKYMEHTOB 3a(UKCHPOBaHbl B [0CynapcTBEHHOM CTaHIapTe
I'OCT P 7.097 — 2016 «YHudpuuupoBaHHas CHUCTEMa OpraHU3aLMOHHO-PACTIOPSIIUTEILHON
noKyMmeHTanuu. TpeGoBanus K 0hOPMIICHUIO TOKYMEHTOBY.

4. Yto Takoe «PEKBUUT»?
UTto Takoe «peKBUZUT»?

5. W3 kakux 4acteil COCTOUT TOKYMEHT?
5. W3 kakux yacteil COCTOMT TOKYMEHT?

6. HazoBuTe OCHOBHBIE BU/IbI OJIAHKOB, IPUMEHSIEMbIE B YUPEIKICHUIX:
HazoBuTe 0OCHOBHBIEC BHIbI OJIAHKOB, IPUMEHSIEMBIC B YUPEIKICHUIX:

7. Kakue TtpeOoBaHMsS TPEABSIBISAIOTCS K O(GOPMIICHHIO PEKBU3UTA «HAMMEHOBAHHE
OpraHu3anum»?

Kakue TpebGoBaHMsI MPEIBSBIAIOTCS K 0QOPMICHHIO PEKBU3NUTA «HAMMEHOBAHNE OpPraHU3alun»?
8. Uto siBnsieTCs 1aTol JOKyMeHTa?
Urto siBnsieTcs AaTou JOKyMeHTa?
9. ln1s 4ero CiyKUT pErucTpalMOHHbIA HOMEp T0KyMeHTa?
JI71s1 9ero CiayKUT perucTpaliMOHHbBIN HOMEDP TOKyMeHTa?
10. Kto Mmoxer ObITh agpecaToM JOKyMeHTa?
Kto moxeT ObITh afgpecaroM J0KyMeHTa?
11. Ha kakux JOKyMEHTaX JOJDKEH HAXOAUTCS TpUd yTBEPKIACHUS?
Ha xakux noKyMeHTax J0JIKEH HaXOAUTCS Tpu(d yTBepKaAeHU?
12. Kem cocTaBisieTcsl pEeKBU3UT «PE30TIOLUD» ?
Kewm cocTaBinsieTcs peKBU3UT «PE3OTIOLMS» ?
13. Kakue TpeGoBaHUs MPEIbIBIISIOTCS K 3aT0JIOBKY JTOKyMeHTa?
Kakue TpeOGoBaHMsI MPEIbBISAIOTCS K 3aroJ0BKY JOKyMeHTa?
14. Kakue TpeGoBaHUS MPEIBIBISIOTCS K TEKCTY JOKyMEHTA?
Kakue TpebGoBaHMsI MPEIbSBISAIOTCS K TEKCTY TOKyMeHTa?
15. B kakux cilydasx OCyIIECTBISETCS COIIACOBAHUE JOKyMEHTA?
B kakux ciaydasix ocylecTBIIsSETCS COINIaCOBaHUE JOKyMeHTa?
16. C xakoii L1eNbI0 UCTONB3YIOT B JOKYMEHTE PEKBU3UT «IIPUIIOKEHUE» ?
C Kkako# 1EbI0 UCTIONIB3YIOT B TIOKYMEHTE PEKBUBHUT IIPHIIOKEHUEN» ?
17. C kakoii 11eJ1bl0 B JOKyMEHTaX MPUBOJUTCS PEKBU3UT «OTMETKA 00 UCTIONHUTETE» ?
C xako# 1IeTbI0 B IOKYMEHTAX MPUBOAUTCS PEKBU3UT «OTMETKA 00 HUCIIOTHUTENE?
18. Kakkue TpeOoBaHUS MPEABABIAIOTCA K PEKBU3UTY "moAnucs"?
Kaxkkue TpeGoBaHuUs IPEABSBISIOTCS K PEKBU3HUTY "TIOATHCH"?

Tema 1.6. OcHobl OpeaHu3ayUOHHO OOKYMEHMAYUOHHO20 0becneyeHus: YnpaeieHus

dopma KOHTPOJIs1/0LIeHOYHOE cpelicTBO: [IMchbMeHHBIN ompoc
Bomnpocwi/3ananus:
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1. Kakue criermasibHbIe CITy>KObI 3aHUMAIOTCS Ha TIPEANIPUITUN pabOTOH ¢ JOKyMEHTaMH?
Kakue crienmanbHble Ci1y:k0bl 3aHUMAIOTCS Ha IPEINPUATHN PabOTOM ¢ JOKyMeHTaMu?
2. laiiTe onpeaeaeHre NOHATHS «I0KyMEHTO000pOT
JlaiiTe onpeeneHne MOHATHS «IOKYMEHTO000POT»
3. Ha kakux npuHIMIIAX OCHOBaHA OpraHU3aLUs TOKYMEHTO00opoTa?
Ha xakux npuHIunax ocHOBaHa OpraHU3aus J0KyMeHToo0opoTa?
4. [Touemy ynpaBjieHUE NPEANPUATHEM MOKHO CPaBHUTH ¢ MH(POPMALIMOHHBIM IpoIieccom?
[Touemy ynpapneHue NpeanpusTHEM MOKHO CPaBHUTh ¢ HH(POPMALIMOHHBIM IIPOLIECCOM?
5. Kakwue sTansl BKIItO9aeT B ce0st BHYTPEHHHI KOHTYP JOKYMEHTO0O0poTa?
Kaxkue sTansr BKiIto9aeT B ceOsi BHYTPEHHUN KOHTYP JTOKYMEHTO000poTa?
6. Kakwue stamnbl BKII0O9aeT B ce0sl BHEIIHUIN KOHTYP TOKyMEHTOOO0opoTa?
Kaxkue sTans! BKiItO9aeT B ceOs BHEIIHUA KOHTYP JOKYMeHTOoO0opoTa?
7. YTo Takoe «BEPCHOHHOCTH» AOKyMEHTOB? 13-3a 4yero oHa BO3HMKaeT?
Uto Takoe «BEPCUOHHOCTH» TOKYMEHTOB? I3-3a 4yero oHa BO3HUKAeT?

Pazoen 2. Texnuueckue cpebocmea, ucnonbzyeml 6 0e10NPOU3BOOCHGE
Konmponupyemwvie UJIK: 1IK-2.1 I[IK-2.2 1IK-2.3 IIK-3.1 IIK-3.2 1IK-3.3 [IK-3.4 IIK-3.5 [IK-3.6
1IK-3.7

Tema 2.1. Copmuposka u 06pabomxa cnucko8 céa3aHHbIX OAHHBIX 8 JeKMPOHHOU mabauye
dopma KoHTpos1/o1eHoUHOE cpencTBo: [IpakTuueckas padora

Tema 2.2. @Qunvmpayus OaHublx, paboma ¢ GyHKyusmu 06a3bl OAHHLIX 68 CHUCKAX I1eKMPOHHOU
maobnuywvl
dopma KOHTPOJIsT/O1ieHOYHOE cpeacTBo: [IpakTudeckas pabora

Tema 2.3. Coz0anue mabauy, npumerHeHue copmuposku u purbmpayuu 6 0azax OaHHbIX
dopma KoHTpoIIs1/01IeHOYHOE cpencTBO: [IpakTudeckas padora

Tema 2.4. Paboma ¢ gpopmamu 6 6azax OaHuwix
dopma KOHTpOJIs1/0LIeHOYHOE cpencTBO: [IpakTuueckas pabora

Tema 2.5. Peanuzayus 3anpocos 6 6azax OaHHvIX
dopma KoHTpoJIst/oLeHoYHOE cpeacTBo: [IpakTuueckas pabora

Tema 2.6. Coz0anue omuema 6 6a3ax OAHHbIX
dopma KOHTpOJIs1/01IeHOYHOE cpencTBO: [IpakTuueckas pabora

8. OueHo4YHBIC MaTepHAJIbI IPOMEKYTOYHOM aTTeCTALMHA

7 cemecmp, 3auem
Konmponupyemwvie UJIK: 1IK-2.1 IIK-3.1 1IK-2.2 1IK-3.2 [IK-2.3 1IK-3.3 [IK-3.4 IIK-3.5 [IK-3.6
1IK-3.7
Bonpocsl/3ananus:
1. JIath onpeneneHrue MOHITUE «TOKYMEHT»?
Jlath ornpesiesieHre MOHATUE «IOKYMEHT»?
2. Yto noHUMaeTCs Mo FOPUIUYECKON CHIION JOKyMeHTa?
Yro noHuMaeTcs NoA IOpUINIECKON CUIION JOKyMeHTa?
3. Yto Takoe «cucrteMa TOKyMEHTalum»?
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Yo Takoe «cucteMa JOKyMEHTaun»?
4. KakoBbl OCHOBHBIE IPU3HAKYU TIOKyMEHTA?
KakoBbI OCHOBHBIE PU3HAKU JOKYMEHTA?
5. JlaiiTe onpeneneHue MOHATHS «IOKYMEHTO000POT».
JlaiiTe onpeseneHne MOHATHS «JOKYyMEHTO000POT.
6. KakoBbl 0OCHOBHBIE (DYHKIIUHU TOKYMEHTa?
KakoBbl 0OCHOBHBIE (PYHKITMH TOKYyMeHTa?
7. YTO OTHOCHUTCS] K HOPMaTUBHOM 0a3e elonpon3BoaAcTBa?
UTO OTHOCHTCS K HOPMAaTUBHOM 0a3e JeI0NpOon3BOACTBA?
8. UTo Takoe «pEeKBU3UT»?
UTto Takoe «peKBU3UT»?
9. Ilepeuncanute OCHOBHBIE PEKBU3UTHI.
[lepeuncnnre OCHOBHBIE PEKBU3UTHI.
10. 13 xakux yacTell COCTOUT JOKYMEHT?
N3 kakux yacTen COCTOUT TOKYMEHT?

11. Kakue TtpeOoBaHMA NPEABABISAIOTCS K OQOPMIICHHIO PEKBU3UTa «HAMMEHOBAHUE
OpraHuszanumn»?

Kakue TpeboBaHus IPeabsIBISIOTCS K 0QOPMICHUIO PEeKBU3NUTA «HAUMEHOBAHUE OPTraHU3aluN)?
12. Kakue TpeOoBaHUs MPEABSIBISIIOTCS K 3aTOJIOBKY IOKyMeHTa?
Kakue TpeboBaHMs MPEIbIBISIOTCS K 3ar0JI0BKY JOKyMeHTa?
13. Ha xakue rpynbl JeasTCsl OpraHu3allMOHHO-PACTIOPSAIUTEIbHBIE TOKYMEHTHI?
Ha kakue rpynmnsl JeiasTes opraHu3aliOHHO-PaclopsIUTEIbHbIE TOKYMEHTHI?
14. Kakue pa3nensl COOEpKUT TEKCT 10roBopa’?
Kaxkue paznenbl conepXuT TeKCT 10roBopa?
15. B yem oTnnuune pacnopsKeHHe OT NMpukaza?
B uem otnnume pacnopsikeHue ot npukasa?
16. Haznauenue ykazanus?
Haznauenue ykazanus?
17. Kakue 1OKyMEHTBI pacChbUIAIOTCS YJI€HAM KOJUIETMajIbHOIO OpraHa nepe 3acelanuem?
Kakue n1okyMeHTBI pacchlIaloTCs YieHaM KOJUIETHAlIbHOTO OpraHa nepes 3acelanuem?
18. HazoBuTe CTPYKTYpy OCHOBHOM YaCTH MPOTOKOJIA 3aCE€AaHUsI KOJUIErHaabHOIO OpraHa.
HazoBute cTpykTypy OCHOBHOM 4acTH MPOTOKOJIA 3aCE€aHus KOJJIETHAIbHOTO OpraHa.
19. B xakux ciydasix COCTaBJIsIOT akT?
B kakux ciyyasix COCTaBisIOT aKT?
20. Kakue TpeboBaHMs MPEIBABISIOTCS K BBOAHONW W KOHCTATUPYIOIIEH YacTSIM TEKCTa akra?
Kakwue TpeboBaHus IPEIBSIBISIOTCS K BBOJHOW U KOHCTATHPYIOIIEH YacTsSM TEKCTa aKTa?
21. Kakue BuIbl JOKJIQTHBIX 3aMHCOK BBIACISAIOT, U B YE€M COCTOUT OCOOEHHOCTh HX
odopmiienus?
Kakwue BUIbI TOKTaIHBIX 3alIMCOK BBIJIEISIIOT, U B YEM COCTOUT OCOOEHHOCTh UX O(OpMIICHHUS?

9. MaTepuaibHO-TeXHHYECKOE H Y4eOHO-MeTOAuYeCcKoe odecneyeHue U CIUTIIUHbI
9.1. IlepeyeHb OCHOBHOM M JONOJHHUTEILHON Y4eOHOH JTUTEPaTypPbl

Ocnoenas tumepamypa

Ne 000001585 Crpanuria 17 u3 20



1. lokyMeHTaIllMOHHOE 00ecrieYeHHEe yIpaBIeHUs: YYeOHUK Ul CTY/IEHTOB BY30B, 00Y4arOIIUXCs
[0 HANpaBJICHUSM «IKOHOMHKAa» U  «MEHEIKMEHT», CIEHUAIBHOCTAM «HH(POPMATHKa»,
«JIOKYMEHTOBEJICHUE U JOKyMEHTAIlMOHHOE OO0ECIeUCHNUEe YIPaBICHHUS», «aBTOMATH3alMsd U
yIpaBJIeHUE»: YUEOHHK JUIS CTYACHTOB BY30B, OOYyYalOUIMXCSI MO HAMpPABICHUSM «IKOHOMHKA» U
«MEHEJDKMEHT», CIICIHUAIBHOCTAM «UH(POPMATHKa», «JOKYMEHTOBEICHHE U JIOKYMEHTALMOHHOE
obecriedeHre yrnpaBieHus», «aproMaruzanus u ynpasienuey / A. C. I'punbepr, H. H. T'op6aués, H.
H. Top6aués, O. A. MyxameTmuHa. - JJokymMeHTalmoHHOEe obOecrieueHue ymnpaBieHus - MockBa:
IOHUTU-AAHA, 2023. - 391 c. - 978-5-238-01770-9. - Tekct: snekrponnsii. / [PR SMART:
[caiiT]. - URL: https://www.iprbookshop.ru/142685.html (mara o6pamenus: 16.03.2025). - Pexum
JOCTYTIA: TI0 TIOITUCKE

2. bynsrueB E.B. IlpoextupoBanue 06a3 naHHBIX. Y4eOHO-METOIUYECKOE IMOCOOME MO Kypcy
"ITpoexTupoBanue cTpykTyp u 6a3 nanueix". / E.B. bynsrues, A.A. Kynnaes. - MUNUT'AuK, 2003. -
75 - TekcT: HEMOCPEACTBEHHBIN.

3. Kymmaes A.A. JlokymeHTallmoHHOE OOECTICUCHHE YIIpaBiICHUSA: YUeOHO - METOIUYECKOE
nocobue mo kypcy "JlokymenroBeaenue". / A.A. KymmaeB. - MUUT'AuK, 2007. - 60 - Tekcrt:
HEMOCPEICTBEHHBIN.

4. T'aBpunoBa B.B. Texnonorun ob6paborku mHPOpManuu. TexHOIOrHMH XpaHEHHs, IMOUCKA U
coptupoBku nHpopmanuu B bBJI. Yuebnoe nmocodbue. / B.B. I'aBpunosa, A.A. Kynnaes, A.M. Cémos.
- MUNT'AuK, 2014. - 34 - TekcT: HEMOCPEACTBEHHBIM.

Jlononnumenvuas numepamypa

1. Eropo B. II. JlokyMeHTOBeneHHWE W JOKYMEHTAIIMOHHOE OOECIICUCHHE YIPaBICHHUS B
yCHOBUSAX IU(POBOI SKOHOMUKH: YUECOHHMK i By30B: yueOHMK 11 By30B / B. I1. Eropos, A. B.
CnuHBKOB. - 4-¢ u31., crep. - Cankr-IlerepOypr: Jlanp, 2023. - 372 c. - 978-5-507-45695-6. - Tekcr:
AEKTPOHHBIH. /! NzparenscTBO Jlanb: [caitT]. - URL:
https://e.lanbook.com/img/cover/book/279827.jpg (mara obpamenus: 16.03.2025). - Pexum
JOCTYIA: 1O MOAIUCKE

2. TepexoB A. H. Texnonorust mporpaMMupoBaHus: yueOHoe nocobue: yueOHoe nmocodue / A. H.
Tepexos. - TexHonorus nporpammupoBanus - Mocksa: Untepuet-Yuusepcuter MHpopManoHHbIX
Texnomoruit (MHTYUT), Ait Ilu Ap Menua, 2024. - 148 c. - 978-5-4497-3349-8. - TekcrT:
snektpoHHbiil. // IPR SMART: [caiit]. - URL: https://www.iprbookshop.ru/142308.html (nara
obpamienus: 16.03.2025). - Pexum noctymna: o NOANUCKE

3. Kymnaes A.A. Jlekuum 1o TEXHOJOTMM HporpamMmupoBaHus. OCHOBHBIE INPOLECCHI
’KM3HEHHOTO LIMKJIa TMPOTrPaMMHBIX CpeACTB: Y4eOHO - MeTonnyeckoe nocodue. / A.A. Kymnaes. -
MUUT'AuK, 2011. - 71 - Tekct: HETOCPEACTBEHHBIM.

9.2. IIpodeccuonasibHbie 0a3bl JaHHBIX U pecypchbl «AHTepHET», K KOTOPBIM 00ecneYnBaeTCst
AOCTYI 00y4AKOUIUXCS

IIpogpeccuonanvuvie 6azvl OaHHbIX
He ucnonb3yrores.

Pecypcol « Unmeprem»

1. http://miigaik.ru/vtiaoai/tutorials/ - Crpanuna xkadeaper ['MC TtexHomoruii Ha caiite
MUUTAuK

2. https://www.miigaik.ru/library/ - anexrponnas 6ubmoreka MUNTAuK
3. https://intuit.ru/studies/courses/76/76/info - Pabora B coBpeMeHHOM ouce
4. https://lms.miigaik.ru/ - CJO MUUT'AuK

9.3. [IporpammHoe o0ecnieyeHre U HHPOPMAITMOHHO-CIIPABOYHbIE CHCTEMbI, HCIOJIb3yeMble
NPH oCyllecTBJIEHUH 00pPa30BaTeIbHOIO Npouecca no JUCIUIIUHE
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Ilepeuens npoepammHnozo obecneyeHus
(0bHOBNIeHUe NPOU3BOOUMCS NO Mepe NOABNIeHUs HOBbIX 8EPCULL NPOSPAMMbL)

1. Microsoft Office;

Iepeuenb uHGOPMAYUOHHO-CRPABOUHBIX CUCTEM
(0OHOGIEHUE BBINOTHAEHC EXHCEHEOCTbHO)

He ucnonb3yercsi.
9.4. O6opynoBaHue U TeXHHYECKHE CPeACTBA 00yUeHH s

KomnbrorepHsbIit Kitacc
NHtepakTBHAs MaHeN b - 1 mT.
MoHo010K - 16 mT.

10. MeTonuyeckue yKazaHusi 10 OCBOCHHUIO M CIUIIMHBI (MOXYJIA)

C 1enpio yCHEenHoro OCBOCHUSI JAHHOTO IPEMETa CTYIEHTY HEOOXOIMMO BBIMOIHSTH JIOMAIIHUE
paboTHI MO YKa3aHHBIM MpEnojaBaTessiM TeMaM M IMPEICTaBICHHBIM Ha 3aHATHSIX MarepuanaM. [[is
Oolee  yCHEIIHOTO  BBIMOJHEHUS ~ pabOThl  CTYIEHTY  Mpeajaraercsi  HCIOJIb30BaHUE
y4eOHO-METOJUUYECKUX MaTeprajoB, COOTBETCTBYIOIIUX YKAa3aHHOM TeMe.

CaMocTtosTenbHast paboTa CTyJICHTOB OMUCHIBACTCS U PETYIUPYETCS:

- MeronnyeckuMu peKOMEHIAUSIMU 1O JUCIUILIUHE;

- MeronnyeckuMu pEeKOMEHJAIMSAMHU IO OpPraHU3alMi CaMOCTOSTENIbHONH pabOThl CTYIEHTOB
MUUT'AuK;

OcBoenne oOyyarommmcss Yy4yeOHOM JTUCHUIUIMHBI JIOKyMEHTOBEACHHE U JOKYyMEHTOOOOpOT
MpeanojaraeT HM3y4YeHHE MaTrepualoB JUCHUIUIMHBI Ha ayIuTOPHBIX 3aHATHSX U B  XOHe
CaMOCTOSITENIbHOM paboThl. AYIUTOpPHBIE 3aHATHS MPOXOASIT B (GopMe JIEKIHH M MPaKTUYECKUX
3anaTuil. CamocTosiTenibHasg padoTa BKIIOYAeT MOATOTOBKY K JIEKIIMOHHBIM W MPaKTUYECKUM
3aHATUSAM, BBITIOJTHEHHUE MTPAKTHUECKUX PaloT.

CamocrositenpHast pabora cryneHToB (CPC) mo3BomsieT TOMyYWTh NPAKTHUYECKUW HAaBBIK B
MPUMEHEHUU TOJYYEHHBIX 3HAHUI B NMPOQPECCHOHATBLHOW IESATENbHOCTH, pellaTh MpPaKTUYeCKUe
3a/laud JTOKyMEHTAllMOHHOTO O0ecleYeHHs YNpaBlIeHUs M OpraHu3aly Ipolecca pa3paboTKu U
nokymentuposanus [1C.

[Ipu moAroToBKe K MPAaKTUYECKUM 3aHSITHUSIM, PYKOBOACTBYSCH INIAHOM U CITUCKOM PEKOMEHIyeMOM
JUTEepaTypbl, HEOOXOAUMO HM3YYUTh TEMY TaK, 4TOObI MO KaKIOMY W3 MIPEUIOKEHHBIX BOIMPOCOB
CTYIIEHT MOT JIaTh pa3BEpPHYTHII, 0OCTOSITETLHBIN OTBET.

Jljig ycriemHoro 0CBOeHMs y4eOHOM TUCIUIUIMHBI U JOCTHKEHUS TIOCTABJICHHBIX 11eJiell He0OX0AUMO
BHHMATEJILHO O3HAKOMUTBCSI HACTOSIICH paboyeit mporpamMmoii ydeOHON mucuuriuinHbl. Ee mMoxer
MPEJICTaBUTh TperoiaBaTeslb Ha BBOJHOW JEKIUU WM CAMOCTOSITENIbHO O0y4aromuicss UCTIOIb3yeT
nH(popmaruio Ha opunranabHoM MHTEpHET-CcaiiTe YHUBEpCUTETA.

Cnenyer oOpaTuTh BHMMAaHHE Ha CIHMCOK OCHOBHOM U JOMOJHUTEIBHOW JUTEPaTyphl, KOTOpas
MMeeTCs B 3JIEKTPOHHOM OMOIMOTEUHOM crucTeMe YHUBEPCUTETA, HA MpeJlaraéMble MpernoaaBaTeieM
pecypcsl HH(DOPMallMOHHO-TeIEKOMMYHHUKAIIMOHHOM cetn HTepHeT. D1a nndopmanus HeoOXoauma
JUTsI CAMOCTOSTEILHOM paboThl 00y4JaroIIerocsl.

[lepeuenr 3amaHMii MO MNPAKTHUECKHUM paboTaM W TMOPAJOK UX BBIIOJHEHUS OINHUCAaHBI B
y4eOHO-METOIUYECKOM ITOCOOUH:

KynnaeB A.A. JlokymeHTaImoHHOE oOecrieueHne yrpaBieHus. Y 4eOHO-MeToinueckoe mocooue. M.,
MUUT'AuK, 2007, 60 cTp.

KynnaeB A.A. Texnonoruu o6padoTku nHpopmaruu. TeXHOIOTHH XpaHEHHUs, IOMCKA U COPTUPOBKHU
unpopmaruu B BJI. Yue6noe nocodue. M., MUUT'AuK, 2014, 34 ctp.

[IpakTrueckast paboTa Mo Kypcy AMCHUIUIMHBI IMPEAINoJiaraeT BBIMOJIHEHHUE TEKYIIUX 3aJaHuil U
WHIWBHUIYaTHbHOTO 3a/1aHMs ¢ 00s3aTenbHBIM oopmiierrem no Tpedoarusm ['OCT P 7.0.97 —
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2016. OpraHu3allMOHHO — pacHopsauTeIbHAs JOKyMEeHTaIus. TpeOoBaHUS K OQOPMIICHHUIO
JIOKYMEHTOB.

Onucanue 603moxcnocmeii usyuenusn oucyunaunvl auyanu ¢ OB3 u uneanuoamu

[Tpu HEoOxonUMOCTH O0YUYEHHS! CTYICHTOB-UHBAIMJIOB U JIUI C OTPAHUYEHHBIMH BO3MOKHOCTSIMU
3M0pOBBSl  ayAMUTOPHBIE 3aHATHA MOTYT OBITh 3aMEHEHbl WJIM JIONOJHEHBbl H3yYEeHUEM
MOJTHOTEKCTOBBIX  JIEKIUMW, TMpPE3eHTalluidi, BHAECO- M ayguoOMarepuaioB B  AJIECKTPOHHOU
nHpopmarmonHo-oopazoBarensHoii cpene (DUOC) yuuBepcutera. MHIMBUAYaTbHBIC 3aJaHHS
MoAOUPAIOTCS B aIallTUPOBAHHBIX K OTPaHUYEHUSIM 310pOBbs (hopMax (MUCBMEHHO WM YCTHO, B
dbopme mipeseHTarnuii). BeiOop MeTo0B 00ydYeHUST 3aBUCHT OT WX JOCTYIMHOCTH JUIsl MHBAIUIIOB M
JIUI] C OTPAaHUYEHHBIMH BO3MOXKHOCTSIMU 3710POBbSI.

PaGouas mporpamma AMCHMIUIMHBI Ui MUHBAJIUAOB U JIUI C OFPAaHUYCHHBIMHU BO3MOXKHOCTSIMHU
3I0pOBBS pa3zpabaThiBaeTCs HHANBUAYAIBHO C YUETOM OCOOCHHOCTEH MCUX0()U3NUIECKOTO pa3BUTHS,
WHAUBUAYATbHBIX BOBMOKHOCTEH U COCTOSHUS 3J0POBbS TAKUX 00YUYaIOLIUXCS.
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